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DEPARTMENT OF COMMERCE CONSOLIDATED REPORTING SYSTEM (CRS)
END USER GUIDANCE FOR NOAA AND BIS

Minimum Level of Review:
As a minimum, end users should review the CRS Budgetary Resources and Obligation Status Report
information for their organization each month.

Obtaining a UserID and Password for CRS Access:
To obtain end user access to the CRS or if a UserID or password problem is encountered, please contact
the NOAA CRS Coordinator, Bob Wolin, on 301/427-1009 x134 or at bob.wolin@noaa.gov.

CRS Web Address:
http://crs.ocs.doc.gov/index.jsp This URL will display the CRS Introduction Screen shown below.

As indicated, end users should click on the hyperlink, “CRS View Users Click Here” to open the 
CRS Welcome Screen.

Login into the CRS:
As indicated on the CRS Welcome Screen shown below, please click the Login Link at the top left of
the screen to access the CRS Reports.  Please note that the Welcome Screen sometimes displays
important CRS Status Alerts.

The Login Link will open a box for entry of a UserID and Password as shown.
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If this is your first time accessing the CRS, after entering your UserID and temporary password, the
system will prompt you for a new password. 

 Rules for establishing a password are:

 • Must be at least 8 characters and no more than 12 characters in length
 • Must NOT contain UserID
 • Must have at least one upper case and one lower case letter 
 • Must have at least one number
 • Must have at least one special character ($, %, ^, &, etc.)
 • Examples: B8acf&dcB or 76BBaa$$
 
Establishing and Saving CRS User Preference Information:
 The CRS allows users to display reports in a predetermined order based on a user defined preference.

To establish a user preference, after logging into the CRS, click on the Personalize: Contents/Layout
Button on the upper right portion of the application screen. 

 
The Content Layout Tool as shown below will be displayed.
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The Content Layout Tool display is a representation of what and how data will be displayed in the CRS
reports windows.  The Upper Block of the Contents Layout Tool is used to indicate those reports which
are not expected to be used and should not be displayed.  The Left Content is used to indicate those
reports that should be active and displayed at all times. The Right Content is used to indicate those
reports which may or may not be used but should remain readily available. 

To move a report from the upper block, highlight the report name, click on the appropriate
(Left or Right) Zone Indicator, and click on the Add Content Button.

To move a report between the Left Content and Right Content, highlight the report to be moved and
click on the appropriate horizontal arrow.   

To change the order in which reports are displayed within either the Right or Left Content, highlight the
report name and press the appropriate vertical arrow to move the report name either up or down.

To save any changes and return to the reports window, click on the Save Layout Button and then click
on the Close Window Button.

The prescribed content/layout for NOAA users is:

Upper Block: None

Left Content: Budgetary Resources and Obligations Status
Human Resource Reports
Executive Vacancy Status (Not available to all end users)
Executive Positions Report (Not available to all end users)
Workforce Status
Procurement Reports
Grants Status
Grants Reports

Right Content: Purchase Card Status
Financial Statements (Not available to all end users)
Performance Metrics
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Accessing CRS Reports:
Based on the predetermined user preference, certain reports will be displayed each time the CRS is
accessed.  Other reports, are represented by an icon which when clicked generate and display the report
directly or in Adobe Acrobat (pdf) format.

For those reports that are always displayed, to enlarge the report to fill the complete window, click on 
the   icon on the right side of the grey criteria block of the report as shown below.

Budgetary Resources and Obligation Status Report:
The Budgetary Resources and Obligations Status Report initially displays data at the bureau level as
show above.  However, the Report can be modified to display data by Line Office (LO), Financial
Management Center (FMC), and Fund within FMC.  The Report can also be modified  to display all
funds, direct funds only, or reimbursable funds only.

To display data by LO and FMC, open the Report View Dropdown Menu and select Bur/Org1/Org2.

To select all funds, direct funds only, or reimbursable funds only, select the appropriate fund type from
the Fund Type Dropdown Menu.

Next, click on the GO Button and then click on the Bureau Name within the report. The report below 
will be displayed (may need to be maximized).



December 17, 2003

5

Next, click on the Blue Right Arrow to display the LO’s.  The report below will be displayed.

Next, click on the appropriate Blue Right Arrow to display FMC’s as shown below.

Continuing to click on the appropriate Blue Right Arrows will display lower levels of detail for Fund
Group, Fund Name, Activity Name, Sub Activity Name, and Object Class Summary Name.

To return to previously viewed higher level reports, click on the appropriate Blue Left Arrow.

Human Resources Reports:
The CRS contains a number of Human Resources Reports.  These reports are initially displayed as icons
and require the selection of parameters prior to report generation.

The initial icon display is shown below.
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To generate an FTE Report, first click on the Headcount icon which will display a listing of available
reports which include FTE, Gender, Grade, Hours, PATCO, Race, Supervisor, and Turnover.  Upon
clicking on a report name the following parameter screen will be displayed.

Using the parameter screen above, to generate an FTE Report, as indicated in Step 1, select a Bureau,
Org Code - Level 2 (LO), and Org Code - Level 3 (FMC).

Select a Fiscal Year and Pay Period within the Fiscal Year or all Pay Periods as indicated in Step 2.
Select an Output Group(s) (at least one must be selected) as indicated in Step 3.
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Next, click on the Submit Button to generate the report.  

The report below will now be generated.

All Human Resources Reports can be generated using the procedure above. 

Procurement Reports:
The Procurement Reports, of which there are currently three, Top 25 Vendors, FY XXXX Socio-
Economic Report, and FY XXXX Contract Obligations, will be displayed in pdf (Adobe Acrobat)
format by clicking on the report name.

The Top 25 Vendors Report is shown below.

Grants Status Reports:
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The Grants Status Reports are initially displayed as a State Map as shown below.

As shown, the period covered by the report can be modified using the dropdown menu parameters at the
top of the report.  A report of detailed Grantee data for each State can be obtained by clicking on the
State within the map.
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Grants Reports:

The Grants Reports provide grantee data down to the congressional district.  Clicking on the Grants
Detail icon will display a six step parameters screen as shown below.  Completion of the screen will
provide grants data reflecting the parameters selected. 
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Purchase Card Status Reports:
The Purchase Card Status Report initially displays data at the bureau level as show below.  However,
the Report can be modified to display data by Line Office (LO), Financial Management Center (FMC),
Fund within FMC, Activity, Sub Activity, and Major Object Class. 

To display data by LO and FMC open the Report View Dropdown Menu and select Bur/Org1/Org2.

Next, click on the GO button and than click on the Bureau Name within the report.  The report below 
will be displayed (may need to be maximized).

To display data at the FMC level, click on the blue right arrow to the right of the Line Office Name.

To display data at the Fund level, click on the blue right arrow to the right of the FMC Name.

To display data at the Activity level, click on the blue right arrow to the right of the Fund Name.

To display data at the Sub-Activity Level click on the blue right arrow to the right of the Activity Name.

To display data at the Major Object Class Level, click on the blue right arrow to the right of the Sub-
Activity name. 
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To return to previously viewed higher level reports, click on the appropriate Blue Left Arrow.

Other CRS Reports:
Most other CRS Reports are opened upon accessing the CRS or are opened by clicking on the report
icon.  Some reports shown in the Content Layout Tool are not available to all CRS End Users.

NOAA Data Reviewers/Validators:
The NOAA CRS Data Reviewers/Validators are:

OAR - Mark Blades (301/713-2454 x143)
OAR - Dawn Defiore (301/713-2454 x183) 
OAR - Carol Hagey (301/713-2454)
OMAO - Linda Rubio (301/713-3425 x185) 
OMAO - Lisa Zuckerberg (301/713-3425 x190)
OSEC - Shirley Battaglini (202/482-0814)
NESDIS - Joan Bolton (301/713-3304)   
NESDIS - Christopher Cartwright (301/713-9230)
NFA - Gwendolyn Roach (202/482-2781) 
NMFS - Maureen Pulver (301/713-2245 x102) 
NOAA Budget Office - Lan Bui (202/482-3939)
NOS - Kathy Salter (301/713-2989 x116) 
NWS - Violet Foster (301/713-1015 x124)

For information concerning your Line Office data, please contact your Line Office Reviewer/Validator
identified above.


